Sanitized - Approved For Wm-g&es%oomoooeooo&e

Lagggrity infortnaton
GEG CARYER SFRVICE ACTIVITIES

16 Oetober - 15 Hovember 1953

1. Promoticns processed within Teneral Tervices Office 22

2. Fuployecs velessed for transfer tc other types of work
in sther CIA Offices 3

3. BHumber of G0 employees attending the 12th Agency
Orientation Course conducted by the 0ffice of Training during
the period 3 = 6 Novewber 1953 18

L, Tmployecs requestine Agency approval to engage in nop=-
CIA school courses secured on thelr own initistive, their own
time, and at their own expense, ¢

5. Tmployees who entered training courses at CIA expense
or on CIA time, {See attached 1ist)

6, Towrs of our 25X1A6a
Virginla, were conducted during this perled for & total of twenty-elght
(28} Agency employees representing a total of four (L) different Offices,

7« The filep of three {3) Ageney employees were preferred for conw

sideration for 07F Career Designations, Recomxendations werse wmade by 680
25X1A9a that two of the files, which were of employees presently overseas, he re-
farred to the Loglsties Office Career Service Board for consideration, based
on present assipnments znd past experience of the individuals toncerned,
The other was a file on an exployee 1n the departmental area presently being
shopped for reassignment, Ingsmuach zs 0S0 had no varancy for which to conw
sider him, we recommended that his esreer designation be determined at such
time &8 the Persennel Office was able Lo rezssign hinm,

8. A total of twenty-two (22) Ares Necords (fficers snd thirteen (13)
employees of S0 attended s meeting during this peried, at which a repre-
gentative of the Incentive Awerds Committee explained the program and the
mamer Ir which Area Records Officers would be able to guslify for an award.

9., During this perind the Ceneral Services Uffice conducted a training
course, which had been developed in coopersblon with the CIA Tmergency
Flanning Officer, dealing with the ®™peoration of the Wital Materisls
Reposltory.® The purpose of thie course was to fawiliarisze the respective
Area Records Officers with the surroundirces, flles, snd facilities to be
employed In the event of an emergengys &n outline of the propram is as
follows:

iy Ay vrakicie
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350 CAR'TR SERVICE ACTIVITIFS

16 October - 1% Hoverber 1953 (Continued)

2y Review of Agency Vital Materlals Progran Procedure,
emphasizine functions and scbivities sssipgned to the
Repository,

b, DNetailed instruction in Repoasitory procedure for the
processing of materlal, includine receliving and ree
ceipting for new material, coding new materisl, and
prepariag inventory controls for new material,

e  Fxplenation of Tapositery document classificatien
cystem,

de Instruction in 211 filing proeedures and teehniques,
incinding withdrawal ard Jispositier system,

e, Revliew by individual Ares Records Officers of flles
Tor which they are responsidle,

fuo Taplenstion and demonstretion of and instruction in
the mechine index procedure,

ra  Dieeussicen of speeial problems confronting the
Hepository, including the indexine of mierofilm,

This courses was conducted in two sepslons, held at the Repository on

21 Octeber and 2B Oetober 1953, Ten (10) Ares Records Officers participated
in the first class nnd thirteen {13) in the second, In discussions with
individusls fellowing the close of the course, it was felt that the reaction
to the training wes favorable, :

25X1A9%a
Chai rman,
850 Career Service Board

Cangsnation
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(60 PFREONNFL WHO HAVE ATTFNDED VARIOUS TRATNTNG COURSFS

Tab Bquipment
Operator

$t

L3

Tab Projeet Plamer

Mail & Pile Clerk

Tab Touipment
Operator

Mil, & Movement
Technician

25X1A9a
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T AT CIA FLOTREE

{16 oetober

Present Title Present Orade

{‘f"’h

nS-l
68-3

(8«3

GS-3

Schoal
I School
‘,”Mhﬁngtﬂn » DyCs
L]

L]

1]

L

CIA Office of
Training
]

Golwabia “ehool of
Urafting, Columbia
Technical Institube,
Washington, D, G,

LR
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- 1% Nevember 1953)

Courge

L02 Besic Tabulstor

LOT Basic Tabulater

General Mschine
Operation

General Machine
Operation

02l; Key Punch and
Machine Operation

Wiring Prineiples
Wiring Prineiples
5024 Celeculator ¥iring
Typing II

Typing I

Architeotural Drafting, 11/1/53

Tattering & Symbols,
Details of Rldg, Con~
struction, Rlueprint
Heading, and related
subjects

bates Attended
10/26/53 - 11/6/53

10/26/53 ~ 11/6/53
10/26/53 = 11/Y 3

11/2/53 - 11/23/53

11/2/53 - 11/23/53

10/26/53 = 11/6/53
10/26/53 - 11/6/53
11/9/53 - 11/23/53
11/9/53 =~ 11/21/53
11/9/83 - nfa" <3

- 1/31/58



